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  It’s a very exciting and busy time for the Division of 
Employee Management.  We have all been very engaged 
in the preparation of the requirements for the RFP for the 
HRIS (Human Resource Information System).  We have 
also been working diligently with the Commonwealth 
Office of Technology on the Employee ID and ensuring 
that our payroll system is ready for the changes due to e-
MARS.  The Compensation and Processing Branches 
have been preparing for the upcoming Wage Equity.  
Finally, the Classification and Compensation Branch has 
been working with the Hay Group on our current 
classification system. 
  I’m looking forward to the future changes and growth in 
the Division of Employee Management.  Please do not 
hesitate to contact me or my staff at any time.                     

    



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 

Invalid Health Insurance Update 
 
Each month, the Invalid Health Insurance Report is generated, showing monies that 
kicked out due to various reasons (qualifying events, etc.) and were not forwarded to 
the carrier.  For each report, Shannan Goodrich sends an e-mail detailing the pay 
periods affected and the deadline for responding in order to request a refund of invalid 
monies.  To request monies back, insurance coordinators use the Invalid Refund 
Request form.  This form may also be used to request funds from recent pay periods 
that have not yet been sent to the carrier. 
 
After funds have been sent to the carrier, the Health Insurance Refund Request for 
Kentucky Government Employees form must be used to recover paid premiums.  This 
form is sent to the Department of Employee Insurance (DEI) Financial Branch in the 
Personnel Cabinet. 
 
When the administrative fee (shortfall) is to be refunded, the Shortfall Request form 
must be used.  This form is sent to the Payroll Branch in the Personnel Cabinet. 
 
For your use, copies of the forms referenced in this article are included in this 
newsletter.  If you have any questions, please contact Shannan Goodrich at (502) 564-
6883, ext. 4118. 

LEAVE BALANCE PAYOUT: 
 

  Just a reminder that when an employee is resigning to be re-appointed (Y21 & 
Y24) with no break in service; you do not pay out the employee’s leave 
balance. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Calculating an hourly rate for a salaried employee 
 
To calculate the average hourly rate for a salaried employee, divide the monthly salary by 162 for a 37.5 hour/week 
employee or by 173.333 for a 40 hour/week employee.  This averaged rate is the figure used in the OT 1 field on 
screen B.  It is the rate at which lump sum payments are paid, including annual and compensatory termination 
payouts, block 50s, and various lump sum awards.  It is also the rate upon which the paid OT rate is calculated.  The 
OT1 rate times 1.5 equals the OT2/paid overtime rate. 
 
To calculate the hourly rate for a specific pay period for a salaried employee requires a different approach.  Because 
salaried employees are paid the same semi-monthly salary amount regardless of how many hours are in the pay 
period, their hourly rates vary with the number of hours in a given pay period.  A 67.50 hour pay period has a 
significantly higher hourly rate than a 90.00 hour pay period for a salaried employee.  To calculate the specific hourly 
rate for a given pay period, you divide the semi-monthly rate by the scheduled number of hours in the pay period.  
There may be times when a payroll officer needs to determine the hourly rate for a given pay period.  An example of 
this would be when an employee was paid a full paycheck, but it is discovered that 7.50 hours should have been 902 
LWOP.  To calculate the value of the overpayment that needs to be recovered, you have to determine how much the 
value of that time was in light of the specific number of hours in the pay period.  Unless the hours and salary are 
identical between two pay periods, keying 902 in a subsequent pay period will result in an incorrect figure. 
 
 
Calculating the averaged rate: 
 
James is a 37.5 hour per week, salaried employee.  His monthly salary is $ 3,700.00, and his semi-monthly salary is 
$1,850.00.   
 
To calculate his average hourly rate for his B screen, you would take his monthly salary, $3,700.00, and divide it by 
162 since he is a 37.5 hour/week employee.   
 
$3700.00 / 162 = 22.8395061728 average hourly rate (OT1 rate) 
 
You would round up the figure to 3 decimal places, resulting in $22.840 as his OT 1 rate.   
You would multiply 22.840 by 1.5 to get his OT 2 rate:  22.840 X 1.5 = 34.260 OT2 rate. 
 
Calculating the specific rate for a pay period: 
 
Let’s say that you need to know James’s hourly rate for a specific pay period.  First, you would determine how many 
total hours were in the pay period.  For this example, we will use 82.5.  You would then divide his semi-monthly rate, 
$1850.00, by the total scheduled hours in the pay period, 82.5: 
 
1850.00 / 82.5 = $22.4242 average hourly rate for this 82.5 hour pay period 
 
If James had a 90 hour pay period, you would calculate it thus: 
 
1850 / 90.00 = $20.5555 average hourly rate for this 90.00 hour pay period 
 
For a 67.5 hour pay period, as we sometimes have in February, you would calculate it thus: 
 
1850 / 67.50 = $27.4074 average hourly rate for this 67.5 hour pay period. 
 
As you can see, with a salaried employee, the value of an hour in a given pay period can vary widely (in this example, 
by $ 6.8519 per hour between a 67.5 and 90 hour pay period).   
 
If you have any questions regarding the calculation of rates, please contact the Payroll Branch. 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To facilitate the upcoming change to eMARS, the Personnel Cabinet  is providing payroll officers with 
some very important deadlines.  We want to stress how important it is for you to work closely with your 
fiscal area to ensure that the accounting information for your payroll is as accurate as possible to 
prevent monies going to the default code. 
 
On March 29th your fiscal officers received an excel spreadsheet requesting new eMARS templates, 
with optional fields for unit, location and activity for each employee in your agency.  This information will 
be used to populate the “P” screen. 
 
The payroll schedule for June 2006 is being modified to allow the Personnel Cabinet sufficient time to 
make the conversion and allow agencies to look at edits. Therefore, we will be doing updates on: 
 June 22;   
 June 23; and 
 June 26.  
SUPPLEMENTAL PAYROLL WILL RUN ON TUESDAY, JUNE 27 AT 1:00 pm.   
THE MASS CONVERSION WILL TAKE PLACE ON JUNE 28.  
 
To reiterate, it is of greatest importance that the payroll officers work with the fiscal officers to ensure the 
accounting information is correct. 
 
A revised June 2006 payroll schedule is now on our web site. 
 
 Please contact Carol Kelien at 564-6883 Ext. 4120 if you have questions. 

   



 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• When requesting a shift differential under the 
provisions of 101 KAR 2:034 Section 9, it is important 
that the agency requesting indicate whether the 
classification will be assigned a second shift, third shift, 
or varied shifts.  Specific codes are used to indicate 
the shift differential for a shift that varies.  Failure to 
indicate in the request that employees will work both 
second and third shifts as agency needs dictate will 
cause the P-1 to kick out when an action is entered for 
processing. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


